RAPIDES PARISH LIBRARY

OBITUARY DATABASE
ADDING OBITUARIES

Latest date modified: 11/04/2005
Path: raid3\libraryword\procedures\cataloging\obituary database
Adding NEW obituaries:
From the Main Menu, choose:

A
Additional System Functions

C
Connect to another database

O
Obituary Database

D
CID database maintenance

K
Key new records


Initials / password

1 obt: Obituary Database
OR
2 ret:  Retrospective


Check for duplication?



Y


Do you want to key MARC records?

Y


Do you want to key substitution phrases?
Y


Substitute for %0:

Date:

00/00/0000.







EX:

11/01/2002.
ENTER


Are all options as you want them?

Y

Now, create your obituary records:

Control #

MARC tag 001
ENTER
obt10001001




(see instructions below about this)
Name


MARC tag 1001
ENTER
Last, First Middle.
ENTER

Title


MARC tag 24510
ENTER
%o245

ENTER

Newspaper

MARC tag 260
ENTER
%o260

ENTER

Note


MARC tag 500
ENTER
%o500

ENTER
Date


MARC tag 518
ENTER
%0


ENTER

a(day of the month)





EX: %a15

ENTER

You will now see the entire record.  Make any changes or additions that you need.

To correct a mistake, key the line number, and then retype the line, or use “<=” to correct a part of the line.
If you need to delete a field, key the line number, and hit ENTER twice.

To add a name, if the person had “Jr”, etc. after their name:

I
Insert a field.

A
Smith, John, Jr.
ENTER

*****
Be sure the original name is typed this way:  Smith Jr., John.  *****
Another name option is:  Smith, John R. “Red”, for a nickname.

When you are done,

Q
Quit
A
Add record to database


More records to key?

Y/N

UPDATING obituaries:
From the Main Menu, choose:

A
Additional System Functions

C
Connect to another database

O
Obituary Database

D
CID database maintenance

U
Update existing records


Initials / password

B
Bibliographic record


What Bibliographic record do you want to update?


Use the index tag “A” , then last name, first name


EX:  asmith, john
ENTER
To add a second date, if there are two obituaries:

I
Insert a field.

F
518
ENTER


00/00/0000.
ENTER

When you are done,

Q
Quit

M
Make changes permanent

Working on the Retrospective Obituaries:
We are working backwards through the older obituaries notebooks.

This is much the same as new names, except that when you are asked if you want to key substitution phrases, type N (No.)
When keying the date, use these instructions:

Date


MARC tag 518
ENTER

%a(day of the month)






EX: %a15

ENTER

When you are done with a month, change the date to a new month.

From the Main Menu:

A
Additional System Functions

A
Alter System Parameters

O
Set System Options


Initials and Password

D
Database Maintenance

17
Substitution phrases


Type the line number of the first day of the month

E
Edit substitution phrase


Type OVER the date.  Do not use the Delete or Backspace keys!


Continue until all are done.


When done,

R
Return to previous menu

R
Return to Database Maintenance menu

R
Return to Systems Options menu

Q
Quit

Q
Quit

Q
Quit
 Control # instructions:
Control numbers are unique, 8-digit numbers, one for each record.

We will maintain two lists, one for new obituaries, and one for the retrospective project.  

The one for the new obituaries will begin:  


obt10001001.

The one for the retrospective obituaries will begin:
ret10001001.

Use the sheets provided to keep up with this.  

At the beginning of each month, provide Laura-Ellen with the number done that month, using the monthly report sheet provided.

This is necessary, so that the growth of the database can be tracked and predicted into the future.

When adding names retrospectively, you will need to change the date in the substitution phrases.  To do this:

